
The following pages show the screens likely to be encountered 

when adding  and editing additional authorized user through 

eFile & Pay. 

The pages shown are for illustrative purposes only and may not 

match exactly to the screens seen when actually filing.  

Adding  an Additional Authorized User

Editing Additional Authorized User Profiles



The Welcome Screen will be your point of entry.  Enter in your 8 digit 

Business eFile Number (BEN) in the Business Taxes box.  Ensure the 

circle for Business Taxes is also clicked.  Hit Continue. 



Please double check the BEN and Legal Name 

and click OK if correct.



The Log In screen will appear immediately after the

Welcome screen.  Enter the 4 digit User ID and 8 digit

password for the profile you created. User 0001 is the 

administrator and is the only user that can add/edit 

user profiles . Click on the Log In button.



Select Add/Edit Users under the administration functions.



Click on Add User to add another authorized User



Fill in the requested information. The password must be 

exactly 8 characters. The web password can be all numbers 

or a combination of numbers and letters. The telephone 

password can only be numbers. The status must be set to 

active for the user to be able to access the system. The next 

slide discusses user rights and access levels.



Additional users to the eFile & Pay system can have rights to 

the complete system to both file returns and make payments 

from all tax types, just select types or to just make payments 

or just file return. Only user 0001 can add users, reset user 

passwords or change user access levels. Iowa Department of 

Revenue can only reset/unlock the password for user 0001. 

All other password reset/unlock requests must go to the user 

0001. Click on the Continue button to add the user.



To edit a user, click on the user name or user ID. 



When editing a user you can change their passwords, change 

their active/disabled status and change their access level. 

Once a user is created, it cannot be deleted only put in an 

disabled status.  



Click on the main menu button to return to the eFile& Pay 

Main Menu.



Click on the Exit button to exit and log off of the eFile & Pay 

system.



You have completed adding a user. Thank you.



Important Reminders:
-Red error message need to be fixed before you can continue 

to the next page.

-Blue messages are informational you may proceed without 

making any changes. This is just a message to have your 

double double check your work. 

-Never use the back button on your browser (the top of the 

webpage), use the back button from the eFile & Pay system.


